J/B16 


3  9999  06584  250  0 

970 


Government  Documents  Department 


EDWARD  T.  SULLIVAN 

DIRECTOR 

LAWRENCE  W.  COSTELLO 

EXECUTIVE  SECRETARY 


(POBLICJ 


[Document  2  —  1971] 


ANNUAL  REPORT 

OF   THE 

ADMINISTRATIVE  SERVICES  DEPARTMENT 
For  the  Year  Ending  December  31,  1970 


January  8,  1971. 
Hon.  Kevin  H.  White, 

Mayor  of  Boston. 
Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  chapter  3,  section 
25,  of  the  Revised  Ordinances  of  1961,  we  are  pleased  to 
submit  herewith  the  seventeenth  annual  report  of  the 
Administrative  Services  Department  for  the  year  com- 
mencing January  1,  1970,  and  ending  December  31,  1970. 

Under  the  provisions  of  chapter  4,  section  1,  of  the 
above-mentioned  ordinances,  the  Administrative  Services 
Department  is  in  charge  of  a  Board,  known  as  the  Ad- 
ministrative Services  Board,  consisting  of  an  officer  known 
as  the  Director  of  Administrative  Services,  who  is  chair- 
man of  said  Board;  an  officer  known  as  the  Deputy  Di- 
rector for  Fiscal  Affairs;  an  officer  known  as  the  Supervisor 
of  Personnel;  an  officer  known  as  the  Supervisor  of  Bud- 
gets; an  officer  known  as  the  Purchasing  Agent;  and  the 
Commissioner  of  Assessing,  the  City  Auditor,  and  the 
Collector-Treasurer,  ex  officiis. 

There  were  no  changes  in  Board  membership  during 
the  year,  with  James  B.  Goldrick,  the  Assistant  Super- 
visor of  Budgets,  serving  as  Acting  Supervisor  of  Budgets. 
The  position  of  Supervisor  of  Budgets  is  still  vacant  and 
has  not  been  filled  to  the  present  time. 
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Only  three  formal  meetings  of  the  Board  were  held 
during  the  year,  the  first  two  in  the  Office  of  the  Director 
and  the  third  in  Room  606,  our  Conference  Room,  on  the 
following  dates:  February  19,  May  19,  and  November  19. 

With  only  three  formal  meetings  of  the  Board  being 
held,  we  should  point  out  that  formal  meetings  were 
scheduled  for  at  least  once  each  month.  However,  the 
Director  has  met  at  a  minimum  of  twice  or  a  maximum 
of  five  times  a  week,  informally,  with  various  members 
of  the  Board,  including  the  Executive  Secretary,  on  certain 
occasions,  either  on  an  individual  basis  or  in  groups  of 
three  to  five  to  discuss  and  review  administrative  policies 
and  practices  pertaining  to  both  divisional  and  depart- 
mental operations.  These  informal  meetings  have  re- 
sulted in  the  resolving  of  many  problems  that  would  not 
require  a  vote  or  sanction  of  the  full  Board,  thereby 
obviating  the  necessity  of  holding  formal  meetings  which, 
in  many  instances,  are  time  consuming  but  nevertheless 
afford  Board  members  an  opportunity  to  devote  such 
time  to  the  everyday  problems,  duties  and  responsibilities 
of  their  respective  departments  or  divisions. 

Our  efforts  during  the  early  part  of  the  year  were 
focused  upon  our  data  processing  operations,  including 
plans  for  the  future.  Board  members  visited  the  head- 
quarters of  the  IBM  Corporation  on  Boylston  Street  on 
January  19  to  inspect  some  of  the  more  sophisticated 
data  processing  equipment,  upon  which  actual  records  of 
the  city  were  processed  in  various  demonstrations.  This 
visit  was  worthwhile  and  provided  us  with  an  overall 
picture  of  the  latest  techniques  in  this  important  field. 
A  subcommittee  was  appointed,  consisting  of  the  Di- 
rector, the  Deputy  Director  for  Fiscal  Affairs,  the  Pur- 
chasing Agent,  and  the  Commissioner  of  Assessing,  to 
interview  prospective  consultants  to  assist  and  guide  us 
in  formulating  future  plans.  Presentations  were  made  on 
January  23  by  the  following  consulting  firms:  Index 
Systems,  Inc.;  Keane  Associates,  Inc.;  Arthur  D.  Little 
Company,  Inc.;  and  J.  R.  Reilly  &  Co.,  Inc. 

The  presentations  resulted  in  a  brochure  being  pre- 
pared by  the  Executive  Secretary  and  distributed  to 
Board  members  and  Mr.  Flanagan,  our  Data  Processing 
Services  Director,  which  contained  the  recommendations 
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of  the  consultants  above-mentioned.  Although  the  sub- 
committee made  no  definite  recommendations  as  to  which 
firm  should  be  considered  favorably,  the  committee  was 
firm  in  the  belief,  however,  that  we  should  consider  the 
hiring  of  a  consultant  to  direct  and  steer  us  in  the  right 
direction  in  the  implementation  and  expansion  of  present 
activities  and  improvements  in  our  present  operations. 
After  the  various  proposals  were  placed  before  the  full 
Board,  it  was  voted  unanimously  to  authorize  the  Chair- 
man to  work  out  the  details  of  a  contract  between  the  city 
and  Keane  Associates,  Inc.  This  contract  was  eventually 
negotiated  and  consummated  after  many  meetings  with 
Keane  Associates'  representatives,  Mr.  Flanagan,  and 
our  Chairman,  Mr.  Sullivan. 

At  our  May  29  meeting,  Mr.  Keane  of  Keane  Asso- 
ciates delivered  a  most  interesting  and  informative  dis- 
course on  our  present  EDP  operations,  including  specific 
recommendations  for  future  planning.  This  oral  presenta- 
tion was  in  addition  to  many  written  reports  submitted 
to  the  Director  during  the  course  of  the  year  prior  to 
Mr.  Keane's  addressing  the  Board  again  at  our  Novem- 
ber 19  meeting,  stressing  progress  that  had  been  made  to 
the  present  and  other  matters  of  an  administrative  nature 
which  required  immediate  attention. 

ADMINISTBATIVE  DIVISION 

Some  twenty-three  directives  were  issued  during  the 
year  pertaining  to  various  routine  administrative  subjects, 
the  more  important  of  which  are  listed  below : 

1.  A  motor  vehicle  inventory  which  resulted  in  an  up- 
dated list  of  all  city-owned  motor  vehicles. 

2.  A  proposed  plan  for  so-called  management  em- 
ployees which  is  explained  in  more  detail  in  the 
Personnel  Division  section  of  this  report. 

3.  Instructions  for  the  preparation  of  an  Internal 
Telephone  Directory,  which  directory  is  presently 
available. 

4.  New  procedures  established  for  the  processing  of 
purchase  requisitions  and  service  orders. 

5.  Improving  controls  over  overtime  costs. 

6.  The  establishment  of  a  Federal  Assistance  Office 
and  the  appointment  of  a  Federal  Aid  Coordinator. 
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7.     Requests  for  permission  to  award  contracts  with- 
out advertising  and  general  contract  procedures. 

Inquiries  from  the  public  regarding  diversified  infor- 
mation concerning  the  operations  of  practically  every 
city  agency  have  increased  substantially  during  the  past 
year,  thereby  requiring  extensive  research  in  many  cases 
and  affording  us  an  opportunity  to  correct  deficiencies 
directed  to  our  attention  and  to  render  services  to  the 
public  in  many  areas  that  would  be  handled  in  the  regular 
course  of  business  by  other  departments  or  divisions  of 
government.  These  inquiries  should  not  be  categorized 
as  "complaints"  or  "gripes,"  which  are  presently  processed 
efficiently  by  your  Office  of  Public  Service,  but  concern 
the  expediting  of  requests  for  either  information  pertain- 
ing to  past,  present,  or  proposed  administrative  policy  or 
for  applications  filed  for  various  reasons  with  city  agencies 
upon  which  action  has  been  delayed,  deferred,  or  held  in 
abeyance. 

An  audit  and  financial  statement  for  the  Government 
Center  Commission  for  the  twelve-year  period  from  1959 
through  1970  was  also  prepared  by  this  division  in  addi- 
tion to  the  handling  and  processing  of  City  Council 
orders  and  resolutions  passed  and  adopted  during  the 
past  year. 

The  division  is  also  responsible  for  the  providing  of 
management  staff  support  to  the  Director.  A  staff  of 
seven  administrative  analysts  is,  therefore,  constantly 
engaged  in  carrying  out  a  variety  of  projects  and  assign- 
ments in  response  to  management  needs  for  research  and 
analysis  for  decision-making  purposes. 

A  primary  activity  of  the  division's  staff  during  1970 
was  in  providing  guidance  and  assistance  to  the  major 
city  departments  in  their  efforts  to  develop  the  material 
required  for  the  City's  new  Planning,  Programming, 
Budgeting  System,  which  is  described  more  fully  in  the 
section  of  this  report  describing  the  Budget  Division's 
activities.  The  analytical  staff  of  the  Administrative 
Division  devoted  extensive  time  to  meetings  with  depart- 
mental personnel  after  the  initial  training  period  for  the 
purpose  of  helping  departments  to  establish  a  rational 
breakdown  of  their  operations  into  program  elements. 
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When  a  good  set  of  program  elements  was  established, 
the  division  staff  of  analysts  then  worked  closely  with 
departments  in  developing  statements  of  program  ob- 
jectives for  each  program  element.  Subsequently,  the 
analysts  worked  with  departments  in  the  determination 
of  output  measurement  units  which  would  measure  a 
department's  progress  toward  achieving  those  objectives. 
In  all  of  this  work  the  resulting  material  owed  much  of 
its  quality  to  the  high  level  of  dedication  and  effort  of  the 
division's  administrative  analysts. 

In  addition  to  the  above  activities,  the  division's  ana- 
lysts produced  several  special  studies  and  reports  in  addi- 
tion to  a  great  amount  of  research  for  management  de- 
cision-making. 

Among  the  most  interesting  of  these  was  a  study  of 
emergency  ambulance  service,  which  resulted  in  the  de- 
velopment of  an  ambulance  corps  in  the  Health  and 
Hospitals  Department  which,  at  the  current  time,  is  hand- 
ling 40  percent  of  the  emergency  ambulance  calls  in  the 
city,  all  of  which  were  formerly  handled  by  the  Police 
Department.  This  new  ambulance  service,  which  will 
eventually  handle  all  emergency  ambulance  calls,  is  not 
only  of  considerable  financial  benefit  to  the  city  since  it 
is  eligible  for  reimbursement  by  the  state  government, 
but  it  also  has  the  added  advantage  of  freeing  policemen 
for  police  work. 

Other  major  studies  during  1970  included  analysis  of 
city-wide  overtime  costs,  investigation  of  the  functioning 
of  the  Hynes  Civic  Auditorium  in  relation  to  its  original 
objectives,  analysis  of  water  collections  in  relation  to 
water  usage,  and  analysis  of  methods  of  improving  the 
level  of  street  lighting  within  available  resources. 

The  role  of  communications  coordinator  was  estab- 
lished in  early  1969  and  provided  the  Administrative 
Services  Department  with  the  necessary  control  of  tele- 
phone activities  at  City  Hall.  During  1969  the  following 
objectives  were  set  and  fully  implemented  during  1970. 

1.  Necessary  rearrangements  and  adjustments  to  in- 
sure full  implementation  of  the  new  telephone  sys- 
tem at  City  Hall. 
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2.  Rearrange  existing  and  institute  new  administra- 
tive procedures  for  the  telephone  operator  force  at 
City  Hall,  thus  assuring  a  satisfactory  level  of 
service  at  all  times. 

3.  Arrange  for  and  distribute  new  internal  telephone 
directories. 

4.  Implement  requisition  system  for  telephone  service 
requiring  department  head  signature. 

5.  Review  each  requisition  and  make  necessary  judg- 
ment and  recommendations  with  an  eye  towards 
efficiency  and  economy. 

6.  Review  telephone  long  distance  usage  and  institute 
procedures  to  guard  against  abuse. 

The  above  activities  are  directly  connected  with  City 
Hall.  However,  during  1970,  the  communications  co- 
ordinator's role  was  expanded  to  oversee  telephone  ac- 
tivities for  other  major  city  agencies  from  a  fiscal  point 
of  view. 

This  role  allows  the  Administrative  Services  Depart- 
ment to  be  aware  of  all  telephone  activities  connected 
with  new  building  construction,  major  renovations,  ex- 
pansion, and  the  updating  of  existing  telephone  systems. 

The  following  list  indicates  some  of  the  city  agencies 
requiring  telephone  activity  for  one  of  the  four  reasons 
mentioned  above: 

Agency  Courts  Reason 

Dorchester  Updating  existing  system 

Brighton  Updating  existing  system 

Charlestown  Updating  existing  system 

Probate  Court  Updating  existing  system 

District  Attorney's  Office  Updating  existing  system 

Roxbury  New  building  construction 

Health  and  Hospitals 

City  Hospital  New  building  construction 

Mattapan  Updating  existing  system 

Long  Island  Updating  existing  system 

Model  Cities 

Main  Office  —  Roxbury  New  department,  major  renovation 

Branch  Offices  (2)  —  Roxbury     New  department,  major  renovation 

Records  management  practices,  resulting  from  the 
records  inventory  program  completed  by  the  Administra- 
tive Division  as  part  of  the  advance  planning  undertaken 
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in  anticipation  of  the  relocation  of  all  city  departments  in 
the  new  City  Hall,  have  now  reached  the  point  that  a 
storage  area  in  the  Annex  Building  on  Court  Street  has 
been  established  for  the  permanent  accommodation  of 
departmental  records  which  can  be  considered  to  be  in 
the  inactive  category. 

This  depository  has  provided  all  departments  so  in- 
volved with  the  advantage  of  a  convenient  storage  area 
located  in  close  proximity  to  the  new  City  Hall  and  per- 
mits quick  accessibility  when  reference  is  required.  The 
accommodating  of  inactive  records  in  such  an  area  pre- 
vents the  clogging  of  storage  areas  and  provides  more 
efficient  space  utilization  in  the  new  City  Hall. 

Since  moving  to  the  new  City  Hall,  shelving  has  been 
installed  in  records  storage  areas  for  the  Auditing  and 
Treasury  Departments  to  improve  records  storage  prac- 
tices which  could  not  have  been  anticipated  in  advance 
of  the  move  to  the  new  City  Hall.  In  the  case  of  the 
Auditing  Department  the  shelving  has  been  installed  in 
a  general  storage  area  adjacent  to  the  Payroll  Office,  and 
the  Treasury  Department  has  been  granted  exclusive  use 
of  a  general  storage  area  located  on  the  floor  below  the 
main  department.  In  both  departments  such  additional 
storage  areas  will  permit  convenient  and  secure  storage 
space  for  active  and  confidential  records  which  are  com- 
mon to  both  departments. 

IN-SERVICE  TRAINING  PROGRAM 

In  September,  1968,  writing  a  frontispiece  for  an  In- 
Service  Training  Guidance  Manual,  being  released  for 
the  first  time  to  city  personnel,  you  exhorted  all  "to  begin 
now  to  prepare  yourself  —  read  this  booklet  and  choose 
your  own  recipe  for  success." 

Normally,  time  and  energy  are  spent  in  planning  and 
thinking  ahead,  but  here  we  are  looking  backwards.  We 
would  not  have  done  so  if  it  hadn't  been  for  something 
else  you  wrote  at  that  time:  "We  are  now  offering  all 
kinds  of  courses  at  no  cost  to  you  —  everything  from 
beginning  typing  to  advanced  engineering." 

Here,  quite  like  that  of  past  years,  is  the  record  for  the 
year  1970. 

(  POBL1CI 
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Boston  Regional  Training  Center 
United  States  Civil  Service  Commission 

Supervisory  and  Executive  Development  Courses 


Middle  Management  Institute       . 
Supervision  and  Group  Performance     . 

Introduction  to  Supervision 

Basic  Management  Techniques  I   . 
Basic  Management  Techniques  II         . 
Supervisors  and  Negotiated  Agreements 
Supervising  the  Problem  Employee 
Personnel  Management  for  Managers  . 
Management    for    Equal    Employment    Oppor- 
tunities     

Training  Course  for  Equal  Employment  Coun- 
selling   

Labor  Relations  for  Supervisors     .... 
Labor  Management  Relations  for  Executives 

Orientation  in  EDP 

Industrial  First  Aid 

Communication  Courses 

Technical  Writing  and  Editing       .... 

Effective  Writing  Seminar 

Writing  Effective  Letters 

Effective  English  Workshop 

Secretarial  Techniques 

Better  Office  Skills  and  Practices  .... 

Effective  Oral  Presentation 

Increasing  Reading  Efficiency         .... 


Times 

Students 

Offered 

Enrolled 

8 

16 

6 

12 

2 

11 

5 

12 

1 

1 

1 

2 

1 

2 

2 

2 

1 

4 

1 

1 

1 

4 

1 

2 

2 

2 

2 

21 

1 

1 

6 

5 

3 

4 

4 

4 

5 

26 

1 

0 

2 

2 

1 

0 

Boston  School  Department 
Adult  Education  Courses 


Rapid  Reading 
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Commonwealth  of  Massachusetts 

Department  of  Education 

Bureau  of  Adult  Education 

Amateur  Radio  Theory  II 

Engineering  Drawing 

Slide  Rule  and  Its  Use 

Preparation  for  Civil  Service  Examination  (Grade 
I  —  Grade  II  Civil  Engineering) 

Algebra  I 

Algebra  II 

Geometry    .        .        .    - 

Shorthand  I 

Shorthand  Review 

Typewriting 

Preparation  Civil  Service  Senior  Clerk-Typist     . 

Vocabulary  Building 

English  X 
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Bryant  and  Stratton 
Business  School 
Speedwriting 1 


Boston  College 

Massachusetts  Municipal  Training  Institute 

Bureau  of  Public  Affairs 

Collective  Bargaining 1  1 

Advanced  Collective  Bargaining    ....  1  6 

Code  Enforcement 1  18 

Lowell  Technological  Institute 


Five-year      Associate       Engineering       Degree 

(First  year  —  first  semester) 
Matriculating  Undergraduates 

Resident  Baccalaureate  Degree 
Principles  of  Management 
Personnel  Management    . 


7 
33 
2 
1 
1 


The  Administrative  Services  Safety  Advisory  Com- 
mittee under  the  Chairmanship  of  the  Training  Co- 
ordinator and  Workmens'  Compensation  Agent  held 
regular  meetings.  Ten  representatives  drawn  from  vari- 
ous departments  throughout  the  city  were  indoctrinated 
and  oriented  in  sound,  scientific  safety  principles,  both  in 
automotive  and  occupational  areas.  All  formulations  of 
accident  prevention  programs  enabled  these  committee 
members  to  effectuate  safety  policies  in  all  departments. 

Special  meetings  and  seminars  were  held  for  depart- 
mental supervisors  who  have  the  duty  and  responsibility 
to  instill  safety  awareness  in  each  employee  through 
personal  contact. 

As  a  group  the  committee  attended  a  lecture  and  par- 
ticipated in  helmeted  driving  of  accident-proofed  vehicles 
during  a  demonstration  conducted  by  the  Liberty  Mutual 
Skid  Control  School  at  their  Hopkinton  Research  Center. 

We  have  coordinated  for  publicity  purposes  all  those 
on-the-job  and  in-service  training  courses  not  offered 
directly  by  Administrative  Services.  These  courses,  be- 
cause of  professional  credit  or  specialization,  were  or- 
ganized by  the  Department  of  Health  and  Hospitals 
and  the  Fire  Department. 

[  POBLICj 
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Courses  Taken  Outside  Department 

Katherine  J.  Kelly,  R.N.,  Northeastern  University  — 
Sociology  and  Western  Civilization;  Sociology  1-2;  West- 
ern Civilization  2-3;  Sociology  3. 

Mary  Jean  Roy,  R.N.,  Bridgewater  State  College  — 
Education  Measurement;  Principal  Practical  School  Ad- 
ministration, Organizational;  Administrative  Guidance; 
Northeastern  University  —  Secondary  School  Curricu- 
lum. 

Patricia  A.  Twombly,  R.N.,  Northeastern  University  — 
"Introduction  Music  —  Western  Art";  Psychology  1; 
Western  Civilization;  Western  Civilization,  Western 
Art3. 

Catherine  Creedon,  R.N.,  Northeastern  University  — 
United  States  History. 

Anne  Mahoney,  R.N.,  Northeastern  University  — 
Sociology  1-2-3;  Political  Science  1-2-3. 

Joan  M.  Keane,  R.N.,  Northeastern  University  — 
Intel.  History  1-2. 

Fire  Department  Personnel  Training  Activities 

1.  District  Chiefs'  Seminar 

53  district  fire  chiefs  —  2  days  each 

2.  Fire  College  for  Officers 

22  captains  —  7  days  each 

48  lieutenants  —  7  days  each 

3.  Probationers'  Drill  School 

139  fire  fighters  on  probation  —  4  weeks  each 

4.  Training  Companies  in  Operation  of  New  Apparatus 

a.  Hahn  pumps  —  14  engine  companies  —  4  days 

each 

49  officers  and  231  fire  fighters 

b.  Snorkel  articulated  boom  —  1  engine  company 

—  2  weeks 
4  officers  and  16  fire  fighters 

c.  Sutphen  aerial  towers  —  2  aerial  tower  com- 

panies —  2  weeks  each 
8  officers  and  32  fire  fighters 

d.  American-LaFrance   aerial  ladders  —  3   ladder 

companies  —  1  week  each 
11  officers  and  49  fire  fighters 

(  POBLIG] 
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5.  Training  Companies  in  Operation  of  Reassigned  Ap- 
paratus ; 

a.  1968  Ward-LaFrance  Pumps  —  13  engine  com- 
panies —  4  days  each 
48  officers  and  212  fire  fighters 

6.  Company  Drilling  and  Evaluation  —  1  week  for  each 
company 

30  engine  companies  — 110  officers  and  490  fire 

fighters 
13  ladder  companies  —  48  officers  and  222  fire 

fighters 

7.  Massachusetts  Bay  Community  College 

a.  Boston  Annex  at  Boston  Fire  Department  Head- 

quarters — 130  men 

b.  At  various  colleges  throughout  the  state  —  25 

men 

8.  Conversational  Spanish  Course  —  6  weeks 

50  men  started  —  19  men  graduated 

9.  Fire  Service  Applicants  Course 

175  men 
10.  Driver  Training  Program 

35  companies,  involving  572  fire  fighters 

Outside  Groups 

The  following  number  of  persons  were  given  a  basic 
course  in  fire  prevention  and  fire  fighting: 

228  Industrial,  mercantile,  and  other  establishments 

85  Hospitals 

25  Nursing  homes 

35  Military 

32  Navy  Yard 
212  Police  Department 

20  Pinkerton  Detective  Agency 

637  Total 

The  following  schools  have  been  conducted  by  the 
Maintenance  Division  of  the  Fire  Department. 

No.  of 


Instructor 

Subject 

Date 

Men 

Hubbs  Engine  —  Jack  Bennett 

Detroit  Diesel  Engine 

1/16-17/70 

35 

Cummings  Northeastern,  Inc. 

Cummings  Diesels 

1970 

35 

Boston  School  Department  —  Prof.  Ran- 

tucci 
General  Motors  Training  School 

Diesel  Engines 
Dekotron  Alternators 

4/7/70 
4/2/70 

20 
3 

Boston  School  Department  —  Prof.  Ran- 
tucci;  Commonwealth  of  Massachusetts 
—  Ed  McCormack 

Marine  Diesels 

10/22/70 

20 

Allison  Transmissions  —  Bob  Burks 

Driver  Training 

6/24/70 

480 
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DATA  PROCESSING  UNIT 

The  Data  Processing  Unit  of  the  Administrative  Ser- 
vices Department  is  responsible  for  servicing  all  city 
departments  in  their  data  processing  needs.  Major 
services  are  now  being  performed  for  the  following  de- 
partments : 

Auditing 

Preliminary  payrolls 
Checks 
Final  payrolls 
Payroll  drafts 
Deduction  reports 

Annuities 

Credit  Union 

Union  dues 

Retirement  4  percent 
Federal  and  state  withholding 
Quarterly  detail  earnings  listings 
Holiday  payrolls  —  Police  and  Fire  Departments 
Overtime  payrolls  —  monthly 

Appropriations 

Encumbrance  —  purchase,  service,  and  contracts 
Discount  warrants  and  checks 
Regular  warrants  and  checks 
Monthly 

Appropriations  statement 

Distribution  of  expenditure 

Open  encumbrance  report 
System  to  implement  terminal  inquiry  only 

Public  Works  Department 

Maintenance  water  billing  tape  files 

Water  commitment 

Water  bills 

Water  payments  update 

Water  payment  listings 

Water  added  to  taxes 

Water  name/address  changes 

Sewer  commitment 

Sewer  bills 

Sewer  payments 

Sewer  added  to  taxes 

Statistical  reports 

Fire  pipe  commitment 

Fire  pipe  bills 

Administrative  Services  —  Printing 

Cost  accounting  reporting 
Assessing 

1969  conversion  tax  files  Real  and  Personal 

Tape  Created  Roston  Redevelopment  Authority 
.  1970  Conversion  Tax  Files,  Real  and  Personal 

Field  Record  Rooks  (100,000) 

Listings  All  Files  Ry  Parcel  Number  Sequence 

Listings  All  Files  Ry  Rill  Number  Sequence 

Exempt  Property  Listings  Ry  Group 

Create  Premise  Address  File  Listings 

Exempt  Property  Listings  —  Fire  Department 
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Abatement  Checks 

Motor  Excise  Abatement  Checks 

Create  80  Column  Card  Files  for  1971 

Back  Up  Programs  1971  Tax  Billing  System 

Create  Parcel  Number  to  Water/Premise  Master  File 

Create  Test  Files  for  1971  —  9200  Univac  System 

Conversion  Betterment  Files 

Election  and  Police  Listing 

July  Management  System 

Development  of  a  system  to  manage  a  total  Jury  System  for 
Suffolk  Superior  Court.  Project  leader  is  working  with 
Court  personnel  on  this  system.    To  be  implemented  1971. 

Police  Listing  System 

Create  (500,000)  card  file  for  Police  Listing  Board 
Update  of  file 
Key  Punch  —  all  changes 
Listings  of  additions  to  Police  Listings 
Listings  of  lst-2nd-3rd  Proofs 
Listings  of  Final  Proofs  —  Printing  Department 
Police  Dwelling  Check  List 
Voting  System 

Listing  Skell  January  1  —  Election  Board 

Listing  proofs  —  voter  registration 

Listing  final  proofs  —  Printing  Department 

Key  punch  —  list  — •  Supplementary  Voter  List  No.  1 

Key  punch  —  list  —  Supplementary  Voter  List  No.  1 

Jurors  summons 

Omitted  police  listings 

Polling  change  cards 

Jury  selection  system  via  computer 

Election  result  system 

Roxbury  Court 

Parking  ticket  system : 
Key  punch  —  Tickets 
Registry  inquiry  files 
Payment  update 
Summons 
Dockets 

Alpha  —  listings 
Summons  payments 
Police  letters 
Registration  suspensions 
Disposition  reports 
Audit  trails 

Personnel  System  —  School 

Maintenance  school  personnel  file 
Creation  of  eligibility  lists 
Maintenance  file  —  listings  as  required 

Fire  Department 

Conversion  90  column  files 

Permits 

Licenses 

Maintenance  files 

Fire  statistical  reporting 

Inventory  control 

Maintenance  equipment  system 
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Retirement  Board 

Retirement  accounting  system: 
Creation  balance  files 
Maintenance  files 
Update  yearly  deductions 
Retirement  balance  statements 
Retirement  preliminary  (monthly) 
Retirement  checks  (monthly) 
Retirement  finals 
Yearly  retirement  report 
1099  forms 
Statistical  reports  —  state  reimbursement 

BUDGET  DIVISION 

The  Budget  Division  is  responsible  for  the  preparation 
of  the  annual  and  all  supplementary  budgets  as  well  as 
all  subsequent  revisions  of  items  in  any  budget. 

The  budget  analysts,  under  the  direction  of  the  Acting 
Supervisor  of  Budgets,  have  analyzed  all  departmental 
budget  requests  during  the  year,  endeavoring  at  all  times 
to  reduce  expenditures  without  curtailing  services. 

Analysts  have  worked  with  private  consultants  or  in- 
dividually, conducting  surveys  of  various  types,  with  a 
view  to  reducing  costs  of  present  operations  and  improv- 
ing efficiency  in  performance. 

Another  important  phase  of  the  division's  work  is  the 
constant  surveillance  of  expenditures  of  appropriations 
that  have  been  approved  by  your  Honor  and  the  City 
Council  not  only  to  control  but  to  determine  whether 
the  monies  being  dispersed  are  for  the  purposes  for  which 
they  were  appropriated. 

One  of  the  most  important  functions  of  local  or  national 
government  is  the  budgeting  of  the  taxpayer's  money  so 
as  to  comply  with  his  wishes  in  the  rendering  of  essential 
services.  We  have  made  definite  progress  in  improving 
our  present  operations,  but  there  is  much  to  be  done,  as 
is  the  case  in  all  governmental  enterprises  of  the  magni- 
tude of  a  municipal  operation  similar  to  that  of  Boston. 

In  1970  the  City  of  Boston  undertook  the  development 
of  a  new  and  more  effective  system  of  management  deci- 
sion-making and  management  action  which  will  consider- 
ably improve  the  city  government's  ability  to  combat 
and  solve  important  city  problems. 

The  new  system  is  called  Planning-Programming- 
Budgeting.  The  principal  features  of  this  management 
system  are: 

(    POBLIC 
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The  exact  nature  of  important  city  problems  is  ana- 
lyzed sufficiently  to  be  thoroughly  understood,  with  all 
necessary  factual  data  compiled  and  assimilated  so  that 
the  city  management  is  not  guessing  at  what  the  problem 
is  but,  instead,  has  a  solid  factual  knowledge  of  the 
problem. 

On  the  basis  of  this  solid  factual  knowledge  of  the 
problem  concrete  and  specific  objectives  for  accomplish- 
ment are  established,  not  just  for  one  year,  but  rather 
for  a  five-year  period.  These  objectives  are  not  general- 
izations, but,  if  not  expressed  in  quantitative  terms,  they 
are  at  least  sufficiently  concrete  so  that  a  quantitative 
measurement  of  progress  towards  these  objectives  can  be 
determined. 

The  current  operating  programs  which  the  city  gov- 
ernment is  carrying  on  in  an  effort  to  combat  the  impor- 
tant city  problems  were  analyzed  to  determine  their  com- 
plete cost  and  to  establish  their  degree  of  effectiveness 
in  quantitative  terms  and  in  terms  of  the  previously 
established  long-range  objectives.  This  analysis  drew 
together  the  operating  programs  which  were  directed 
towards  the  same  problems,  even  though  these  programs 
may  be  carried  on  by  several  different  departments. 

Extensive  effort  was  devoted  to  determining  if  there 
were  alternative  operating  programs  which  might  have  a 
greater  degree  of  effectiveness  in  accomplishing  the  long- 
range  objectives  or  which  might  be  equally  as  effective 
as  current  programs  but  at  less  cost.  The  costs  and 
effectiveness  of  these  alternatives  were  estimated  as 
accurately  as  possible. 

The  city  management  decided  on  a  long-range  program 
plan  taking  into  account  all  of  the  intangible  factors 
which  were  considered  in  management  decision-making. 
This  long-range  program  plan'  covers  a  five-year  period, 
and  provides  the  basis  for  all  budgetary  decision-making, 
both  for  the  capital  budget  and  the  operating  budget. 
This  program  plan  also  includes  the  contribution  of 
quasi-public  agencies  such  as  the  BRA  and  BHA  in 
combating  major  city  problems. 

A  reporting  system  was  also  required  which  records 
and  reports  to  city  management  the   actual  progress 
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toward  accomplishment  of  the  objectives  in  the  long- 
range  problem  plan.  The  reports  of  progress  were  moni- 
tored by  the  city  management  so  that  corrective  action 
was  taken  promptly  whenever  the  progress  was  not  suf- 
ficient to  achieve  the  program  objectives. 

The  long-range  program  plan  was  reevaluated  annually 
prior  to  preparation  of  the  annual  budgets,  so  that  the 
factual  data  and  the  conclusions  drawn  from  the  analysis 
may  be  revised  and  refined  on  the  basis  of  experience 
gained  in  the  preceding  year. 

The  first  phase  of  the  PPB  System  was  initiated  in  the 
ten  largest  city  departments  namely,  Health  and  Hospi- 
tals Department,  Parks  and  Recreation  Department, 
Building  Department,  Library  Department,  Public  Works 
Department,  Police  Department,  Fire  Department,  Pub- 
lic Facilities  Department,  Traffic  and  Parking  Depart- 
ment, and  the  Boston  Redevelopment  Authority. 

It  would  not  be  realistic  to  expect  that  a  management 
system  of  this  caliber  could  be  developed  overnight  or  in 
one  year.  The  development  of  the  full  system  will  require 
a  longer  period  of  time.  However,  it  was  essential  that 
the  departments  devote  considerable  time,  attention,  and 
effort  to  the  development  of  this  system  so  that  as  much 
progress  as  possible  could  be  made  in  the  first  year. 

For  maximum  efficiency  and  impact  on  management 
decision-making,  the  development  of  this  system  was 
tied  directly  to  the  preparation  of  the  city  budget  and 
governed  by  the  budget  cycle.  The  1971  budget  recom- 
mendations to  the  City  Council  will  incorporate  all  of  the 
analysis  and  decision-making  that  the  city  management 
has  produced  prior  to  the  time  that  the  1971  budget 
recommendations  are  prepared  for  printing. 

To  provide  the  knowledge  necessary  to  begin  imple- 
menting this  system  a  training  program  was  developed 
by  the  Urban  Institute  of  Boston  University  as  part 
of  the  Urban  Observatory  Program.  The  first  portion 
of  this  training  program  was  an  orientation  seminar  for 
department  heads  at  Boston  University's  Conference 
Center  at  Osgood  Hill  in  North  Andover  from  April  30 
through  May  1. 

During  the  first  week  in  June  a  PPB  workshop  for  key 
department  aides  was  conducted  in  City  Hall,  and  a 
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second  workshop  was  conducted  early  in  the  fall.  The 
orientation  and  the  first  workshop  were  presented  by 
Mr.  Graeme  Taylor  and  Dr.  Allen  Schick,  leading 
national  authorities  in  this  management  system. 

PERSONNEL  DIVISION 

During  the  year  1970  major  advances  were  made  by 
the  Personnel  Division  in  the  areas  of  management 
development  and  job  classifications. 

The  Edward  N.  Hay  Associates  were  hired  as  con- 
sultants to  conduct  a  survey  of  management  positions 
for  the  purpose  of  establishing  a  formal  evaluation 
system  and  compensation  plan  for  managerial  positions 
excluded  from  collective  bargaining. 

Paul  J.  Dorr,  management  consultant,  was  engaged 
to  prepare  a  Management  Development  and  Compensa- 
tion Plan. 

A  Management  Development  Council  was  formed, 
Consisting  of  thirteen  members  representing  management 
positions  in  the  various  city  departments,  with  the  follow- 
ing subcommittees,  designated  as  task  teams:  Labor 
Relations,  Manpower  and  Recruitment,  Personnel  Policy, 
Description  and  Evaluation  Program. 

The  Council  met  every  other  Thursday,  working  with 
Mr.  Dorr  and  the  Hay  Associates  in  the  formation  of  the 
Management  Development  Plan. 

The  Hay  Associates'  consultant  trained  approximately 
thirty  managers  from  city  departments  as  well  as  the 
entire  staff  of  the  classification  and  compensation  section 
of  the  Personnel  Division  in  the  preparation  of  compre- 
hensive position  descriptions  for  the  purpose  of  evaluating. 

Also,  two  committees  were  trained  in  the  application 
of  the  Hay  guide  chart  method  of  job  evaluating. 

Each  trained  manager  was  assigned  six  to  ten  manage- 
ment classifications  for  interview  and  preparation  of 
position  descriptions  which  were  reviewed  by  the  Per- 
sonnel Division  staff.  Discussions  were  held  with  depart- 
ment heads  concerning  their  organizational  structure  and 
the  accuracy  of  the  position  descriptions. 

A  Senior  Core  Evaluation  Committee  composed  of  the 
Commissioners  of  Public  Works,  Parks  and  Recreation, 
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Police,  Housing  Inspection,  and  the  Corporation  Counsel, 
the  Director  of  Administrative  Services,  and  two  per- 
sonnel analysts,  evaluated  fifteen  positions.  The  object 
of  the  evaluation  sessions  was  to  familiarize  top  manage- 
ment with  the  theory  and  factors  involved  in  job  evalua- 
tion. 

The  Core  Evaluation  Committee  was  made  up  of 
representatives  of  the  Administrative  Services  Depart- 
ment, Retirement  Board,  Auditing  and  Assessing  Depart- 
ments, Department  of  Health  and  Hospitals,  and  two 
members  of  the  Personnel  Division. 

The  Hay  Associates  conducted  the  original  sessions 
involving  approximately  85  of  the  170  positions  included 
in  the  Management  Development  and  Compensation 
Plan.  The  remainder  were  evaluated  in  sessions  con- 
ducted by  the  personnel  analysts. 

All  position  descriptions  in  the  Management  Develop- 
ment and  Compensation  Plan  were  written  under  the 
supervision  of  the  Personnel  Division  by  managerial 
employees,  and  evaluations  were  performed  by  manage- 
ment peers. 

In  conjunction  with  internal  comparisons  of  positions, 
three  salary  surveys  were  conducted  to  assess  the  actual 
salary  practice  of  six  other  municipalities,  five  large 
teaching  hospitals  in  the  northeast  area  of  the  country, 
and  the  Commonwealth  of  Massachusetts. 

The  Personnel  Division  selected  benchmark  positions 
for  comparison,  and  participated  in  interviews  with  Beth 
Israel  Hospital  and  the  Commonwealth  of  Massachusetts 
to  obtain  salary  data  for  comparable  positions.  The  Per- 
sonnel Division  took  part  in  numerous  discussions  with 
management  employees,  explaining  the  objectives  and 
concepts  of  personnel  administration  before  final  imple- 
mentation of  the  Hay  Associates  recommendations. 

The  City  of  Boston  now  has  a  formal  method  of  job 
evaluation  which  in  itself  is  a  major  advance  in  personnel 
administration.  With  this  as  a  tool  the  city  will  be 
better  able  to  utilize  a  more  objective  approach  to  the 
establishment  of  salaries. 
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The  Personnel  Division  now  has  the  capacity  to  acquire 
valid  and  up-to-date  salary  comparisons  with  other  mu- 
nicipalities, private  corporations,  nonprofit  institutions, 
and  many  other  agencies  within  a  competitive  labor 
market. 

The  final  implementation  of  the  Management  Develop- 
ment and  Compensation  Plan  is  expected  in  the  current 
year. 

HEALTH    BENEFIT    AND    INSURANCE    UNIT 

This  year  we  entered  into  our  eighth  full  year  of  ex- 
istence, and,  as  in  other  years,  we  were  able  to  improve 
the  benefits  for  active  and  retired  employees  enrolled  in 
in  "regular"  health  program,  and  also  the  ones  enrolled 
in  Medicare,  who  are  buying  OME  or  Medex. 

"Regular"  enrollees  benefits  were  improved  so  that  on 
certain  types  of  claims,  where  previously  there  was  an 
expenditure,  it  would  now  be  eliminated.  OME  or  Medex 
enrollees  may  now  benefit  by  recovering  part  of  prescribed 
drugs  or  private  duty  nursing  care.  Part  of  the  increase 
in  premium  was  due  to  the  addition  of  these  benefits. 

Judging  from  the  number  of  requests  we  receive  for 
claim  forms,  employees  and  retirees  are  more  and  more 
using  the  "Extended  Benefits"  portion  of  the  health 
program,  which  enables  them  to  recover  80  percent  of 
costs,  such  as  drugs,  appliances,  nursing  care,  etc. 

This  year  was  the  first  year  that  sealed  bids  were  ac- 
cepted for  health  insurance,  and  we  had  just  the  one 
bidder,  Blue  Cross-Blue  Shield,  who  has  been  our  carrier 
since  the  inception  of  this  program  in  1962. 

Two  bills  were  introduced  this  year  in  the  State  Legis- 
lature, one  of  which  would  have  permitted  the  employees 
of  any  city  or  town  in  the  Commonwealth  to  purchase 
unlimited  health  benefits,  rather  than  be  limited,  as  they 
now  are,  by  what  the  Commonwealth  buys  for  their  em- 
ployees. The  other  was  in  relation  to  the  Harvard 
Community  Health  Plan,  a  more  comprehensive  plan 
(Preventive  Medicine),  based  on  the  idea  of  the  "Kaiser" 
Plan,  which  has  been  in  existence  in  the  midwest  and 
west  for  several  years.  Mr.  Donovan,  who  heads  this 
unit,  spoke  at  the  hearings  in  favor  of  these  bills,  but, 
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unfortunately,  they  died  in  Committee.  Upon  reintro- 
duction,  in  the  current  year,  we  shall  again  voice  our 
opinion  in  favor  of  the  enactment  of  either  or  both  pro- 
posals. 

This  unit,  for  the  year  1970,  processed  approximately 
$500,000  in  death  claims  many  of  them  being  double 
indemnity. 

As  the  number  of  claims  in  both  health  and  life  in- 
surance increase,  the  work  load  of  the  unit  increases  pro- 
portionately. In  addition  to  the  daily  routine  of  enrolling 
applicants  and  answering  questions  by  telephone,  it  is 
a  major  function  of  this  unit  to  see  that  the  carrier  is 
meeting  his  liabilities  and  paying  claims  properly  in 
accordance  with  the  provisions  of  our  existing  contract. 

PURCHASING    DIVISION 

During  the  year  1970  this  division  issued  20,800  pur- 
chase orders,  totaling  over  $15,500,000,  and  processed 
14,000  requisitions. 

We  have  continued  to  implement  the  previous  recom- 
mendations to  professionalize  the  division  and  have  also 
initiated  additional  procedures  to  ultimately  accomplish 
this  end. 

Within  our  budget  limitations  we  have  instituted  some 
independent  testing  and  inspection  procedures  on  a 
selected  basis  when  deemed  necessary. 

A  massive  building  and  rehabilitation  program  carried 
on  by  the  Public  Facilities  Department  and  the  advent  of 
new  departments  have  substantially  added  to  the  Pur- 
chasing Division's  work  load. 

In  an  effort  to  meet  this  expanded  work  load  and  with 
the  expectation  of  achieving  a  more  professional  and 
efficient  operation,  we  have  reorganized  the  division. 
Instead  of  operating  with  separate  buying  units,  with  a 
central  clerical  pool,  we  have  established  four  separate 
sections,  each  headed  by  a  senior  buyer  and  including  one 
or  more  buyers,  one  or  more  assistant  buyers,  and  one  or 
more  clerks. 

We  feel  that  this  new  organizational  set-up  will  result  in 
closer  cooperation  in  the  buying  units  and  a  better  bal- 
anced distribution  of  the  work  load,  allow  greater  flexi- 
bility of  personnel,  and  allow  the  senior  buying  personnel 


^o^roXx 


22  City  Document  No.  2 

to  shift  their  emphasis  to  other  areas  such  as  value 
analysis,  inspections,  testing,  and  specification  writing. 

The  following  is  a  record  of  the  work  performed  by  the 
Office  Machine  Repair  Unit  of  the  Purchasing  Division 
during  1970: 

1,900  manual  typewriters  repaired  on  call 

138  manual  typewriters  overhauled 
1,175  manual  typewriters  inspected 
150  adding  machines  repaired 
525  adding  machines  overhauled 
3  calculators  repaired 
7  time  stamp  machines  repaired 
2  A.B.D.  mimeographs  repaired 
1  ditto  repaired 
75  electric  typewriters  repaired 

It  is  strongly  recommended  that  a  reorganization  of  the 
Purchasing  Division,  somewhat  similar  to  that  advocated 
by  Mr.  Kenney,  be  carried  out.  A  properly  staffed,  knowl- 
edgeable, efficient  Purchasing  Division  can  add  more 
power  to  the  taxpayer's  dollar. 

PRINTING  SECTION 

The  Printing  Section  supplies  all  printing,  binding,  sta- 
tionery, and  office  supplies  required  by  city  departments. 

During  1970,  despite  efforts  to  comply  with  the  aus- 
terity program,  the  personal  services  item  in  the  budget 
increased  by  16.1  percent,  as  shown  in  the  following 
tabulation. 

COMPARATIVE  PAYROLL  EXPENDITURES 
FOR  THE  YEARS  1969  AND  1970 

Payments  1969  1970  Increases 

Regular  Hours  $577,483.60  $645,600.97  $71,135.17  12.4% 

Overtime  Hours  27,788.85  54,395.81  26,606.96  3.7% 

Totals  $605,272.45  $699,996.78  $97,742.13  16.1% 

These  increases  were  occasioned  by  demands  for  step- 
rate,  promotional,  and  cost-of-living  raises  by  the  Inter- 
national Typographical  Union,  the  Boston  Printing  Press- 
mens  Union,  the  International  Brotherhood  of  Book- 
binders Union,  the  Clerks  Union,  and  the  City  of  Boston 
and  County  of  Suffolk  Employees  Union. 

There  were  two  deaths  during  the  year,  one  retirement, 
and  no  replacements. 
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The  section  is  constantly  seeking  to  take  advantage  of 
all  improved  methods  of  printing  production  in  order  to 
increase  its  volume  and  still  reduce  operating  costs. 

ART  COMMISSION 

The  Art  Commission  met  several  times  with  members 
of  the  BRA  to  decide  on  a  suitable  piece  of  sculpture  for 
placing  at  the  Parking  Garage  in  the  Government  Center. 
Beverly  Pepper,  the  sculptress,  came  from  Rome  with 
several  models  of  what  she  might  put  into  the  space 
allotted.  The  sculpture  is  to  be  of  cor-ten  steel. 

For  the  Convention  of  the  Massachusetts  Credit  Unions 
last  fall  the  memorial  tablet  to  Edward  Filene  on  the 
Common  was  spruced  up  and  some  of  the  dead  shrubbery 
was  removed  to  make  it  look  less  forlorn,  at  a  cost  of  $275. 

The  greater  part  of  our  austerity  budget  was  spent  last 
year  on  procuring  a  new  sword  for  the  statue  of  General 
Washington  in  the  Public  Garden.  In  the  past  we  have 
had  to  replace  this  five-foot  sword  of  bronze,  weighing 
about  forty  pounds,  but  the  last  time  it  was  removed  it 
disappeared  entirely.  We  were  therefore  obliged  to  have 
six  extra  swords  made  of  fiberglass  at  a  cost  of  $915. 
Another  sword  for  the  Shaw  Monument  opposite  the 
State  House  on  the  Common  has  been  ordered  and  will, 
of  course,  improve  the  looks  of  that  prominent  memorial. 

Boston  has  always  enjoyed  a  high  standard  among  the 
large  cities  of  the  country  and  the  world  in  its  appreciation 
of  the  arts,  and  it  is  comforting  to  know  that  personages 
of  high  caliber  in  this  particular  field  have  been  selected 
to  take  charge  of  this  important  function  of  government. 

The  members  of  the  commission  include  the  following : 

Nelson  W.  Aldrich,  Chairman,  nominee  of  the  Massa- 
chusetts Institute  of  Technology,  term  expiring  May  1, 
1974. 

William  B.  Osgood,  nominee  of  the  Trustees  of  the 
Boston  Public  Library,  term  expired  May  1,  1970. 

Margaret  Fitzhugh  Browne,  nominee  of  the  Copley 
Society  of  Boston,  term  expiring  May  1,  1971. 

Stephen  D.  Paine,  nominee  of  the  Museum  of  Fine 
Arts,  term  expiring  May  1,  1973. 
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Marvin  Goody,  nominee  of  the  Boston  Society  of 
Architects,  term  expired  May  1,  1970. 

David  McKibbon,  101/102  Beacon  Street,  Boston, 
employed  as  a  clerk  on  a  part-time  basis. 

CONCLUSION 

Inflationary  trends  during  the  past  five  years  have  re- 
sulted in  higher  salary  demands  not  only  by  government 
employees,  through  collective  bargaining,  but  by  private 
industry  as  well;  in  higher  costs  for  services  rendered  and 
goods  produced;  in  higher  assessments  by  the  state 
government  —  more  especially  in  the  field  of  transpor- 
tation where  deficits,  in  spite  of  fare  increases,  have 
placed  a  $10,000,000  assessment  increase  on  Boston  tax- 
payers during  the  past  year. 

All  the  above  factors  affect  directly  or  indirectly  the 
real  property  tax  upon  which  the  city  is  obliged  to  rely 
for  its  major  source  of  revenue  to  provide  police  and  fire 
protection,  educational  and  recreational  facilities,  medical 
and  hospital  facilities  for  the  needy,  street  and  sewer  con- 
struction, plus  maintenance,  rubbish  removal,  and  many 
other  services  which,  prior  to  1965,  were  not  considered 
serious  problems  due  to  the  economic  climate  of  the  time. 

However,  under  present  economic  conditions,  some- 
what newer  problems  have  arisen,  such  as  noise  abate- 
ment, air  and  water  pollution,  drug  addiction,  human  and 
civil  rights  issues,  better  housing  for  the  poor  and  aged, 
new  schools,  jobs  for  the  unemployed  and  particularly 
for  veterans  returning  from  Vietnam,  which  require  im- 
mediate attention  and  funding  of  a  nature  that  Boston 
property  owners  can  ill  afford. 

These  issues  are  ones  in  which  the  federal  and  state 
governments  should  play  a  more  important  and  major 
role,  especially  in  the  area  of  funding.  It  is  interesting 
to  note  that  your  state  legislative  program  submitted  the 
latter  part  of  the  year  for  consideration  by  the  General 
Court  contains  many  innovative  plans  that  would  ease 
the  financial  burden  of  the  city  and  its  taxpayers.  The 
federal  government  is  presently  contemplating,  and  our 
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President,  Richard  M.  Nixon,  is  advocating,  substantial 
federal  assistance  for  all  cities  throughout  the  country. 
If  we  could  only  be  assured  that  some  of  these  plans 
would  be  acted  upon  favorably  during  the  current  year, 
we  could  conclude  this  report  in  a  more  optimistic  light. 
However,  until  such  time  as  some  of  these  issues  are 
resolved  as  recommended  by  either  or  both  governments, 
all  large  cities  and  many  of  our  state  governments  will  be 
in  dire  financial  straits,  in  the  not  too  distant  future, 
from  which  it  will  take  many  years  to  recover. 

We  are  aware  of  your  intention  to  appear  in  Washington 
and  at  the  State  House  to  fight  for  the  enactment  of  these 
progressive  and  necessary  measures  which  are  to  be  con- 
sidered in  the  near  future  and  take  this  opportunity  to 
assure  you  of  our  support  in  any  way  that  you  may  deem 
necessary  or  advisable. 

Respectfully  submitted, 
Edward  T.  Sullivan,  Chairman. 

Director  of  Administrative  Services. 
Richard  E.  Wall,  Deputy  Director  for  Fiscal  Affairs. 
Theodore  V.  Anzalone,  Commissioner  of  Assessing. 
Kevin  P.  Feeley,  Purchasing  Agent. 
John  F.  FitzPatrick,  City  Auditor. 
Duncan  T.  Foley,  Supervisor  of  Personnel. 
James  R.  Goldrick,  Acting  Supervisor  of  Budgets. 
Edmund  W.  Holmes,  Collector-Treasurer. 
Lawrence  W.  Costello, 
Executive  Secretary. 
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January  4,  1971. 
Hon.  Kevin  H.  White, 
Mayor  of  Boston. 
Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  chapter  3,  section 
25,  of  the  Revised  Ordinances  of  1961,  we  are  pleased  to 
submit  herewith  the  seventeenth  annual  report  of  the 
Public  Safety  Commission  for  the  year  commencing 
January  1,  1970,  and  ending  December  31,  1970. 

The  chief  function  of  this  commission  under  the  pro- 
visions of  chapter  203,  Acts  of  1959,  as  amended  by  chap- 
ter 194,  Acts  of  1961,  is  to  coordinate  the  work  of  all 
departments  concerned  with  public  safety,  to  the  end 
that  there  may  be  efficient  and  concerted  action  by  said 
departments,  particularly  in  times  of  emergency  and/or 
disaster.  Under  the  provisions  of  chapter  4,  section  9, 
of  the  Revised  Ordinances  of  1961,  this  commission  is 
an  integral  part  of  the  Administrative  Services  Depart- 
ment. 

The  members  of  this  commission,  including  the  execu- 
tive secretary,  serve  without  compensation  and  without 
an  appropriation  of  any  character,  thereby  obviating  the 
necessity  of  submitting  a  financial  statement  covering 
expenditures. 

In  accordance  with  statutory  requirements,  regular 
meetings  were  held  at  least  monthly  during  the  year  on 
the  following  dates  in  the  Administrative  Services  Board 
Conference  Room,  Room  606,  City  Hall,  with  the  ex- 
ception of  three  meetings,  two  of  which  were  held  in  the 
office  of  the  executive  secretary  and  one  in  the  Emergency 
Operating  Center,  Room  113,  City  Hall: 
January  21  July  22 

February  25  August  19 

March  25  September  23 

April  22  October  21 

May  20  November  18 

June  24  December  16 

The  only  change  in  board  membership  during  the  year 
was  effected  through  the  resignation  of  Leo  F.  Cusick  as 
general  manager  of  the  MBTA  on  June  1  and  the  appoint- 
ment of  Joseph  C.  Kelly  as  acting  general  manager  of  the 
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MBTA  on  the  same  date,  and,  on  September  15,  as 
general  manager.  Under  the  provisions  of  chapter  194, 
Acts  of  1961,  to  which  reference  is  made  above,  Mr. 
Kelly,  by  virtue  of  his  appointment,  became  a  member 
of  this  commission  on  June  1. 

Main  subjects  considered  and  explored  during  the  year 
are  listed  below : 

1.  Flooding  and  heating  problems 

2.  Emergency  Operating  Center 

3.  Fire  drill  and  evacuation  procedures  for  City  Hall 

4.  Civil  Defense  Shelter  Program 

5.  Snow  removal  operations 

6.  Use  of  rubbish  bags  for  a  more  efficient  removal 
operation 

7.  Bomb  alert 

8.  Clearing  of  pollution  at  Tenean  Beach 

9.  Storage  and  handling  of  salt  for  MBTA  spreaders 
10.    Air  pollution 

Comments  on  the  above  subjects  are  submitted  in  the 
order  in  which  they  appear  above  to  facilitate  reading 
and  reference. 

In  the  matter  of  heating  and  flooding  problems,  an 
informal  meeting  was  called  by  the  chairman  on  January 
12,  in  which  the  Fire  Commissioner,  the  Superintendent 
of  Police,  the  Director  of  OPS,  the  Civil  Defense  Director, 
and  the  Public  Works  Commissioner  participated.  This 
meeting  was  called  as  the  result  of  an  unusual  number  of 
complaints  being  registered  with  the  Inquiries  and  Infor- 
mation Center  of  the  OPS  caused  by  the  melting  of  a 
large  accumulation  of  snow  in  the  first  instance  and  the 
freezing  weather  that  followed.  At  the  request  of  the 
chairman,  the  Civil  Defense  Director  was  requested  to 
review  the  entire  matter  and  subsequently  submitted  the 
following  report: 

"It  is  suggested  that  a  meeting  be  held  in  the  near 
future  in  the  Emergency  Operating  Center  in  order 
that  the  present  capabilities  of  the  Civil  Defense  De- 
partment may  be  demonstrated  and  that  an  opportunity 
be  afforded  for  members  of  the  Commission  to  make 
further  recommendations  for  improvements  in  opera- 
tions. 
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"As  available  manpower  is  an  important  factor  during 
freezing  temperatures  and  flooding  situations,  it  is  ad- 
visable to  invite  the  Commissioner  of  Housing  Inspec- 
tion, the  Commissioner  of  Parks  and  Recreation,  and 
the  Director  of  OPS  to  attend  such  a  meeting. 

"Twenty-four-hour  OPS  service  would  be  the  central 
point  through  which  all  requests  from  the  public  would 
be  channeled  into  the  Emergency  Operating  Center. 

"There  should  be  a  comprehensive,  standardized  form 
printed  for  the  recording  of  requests  received  which 
would  then  be  forwarded  to  the  Operations  Room  to  be 
analyzed  as  to  what  action  should  be  taken. 

"On-site  evaluators  or  inspectors  should  be  utilized 
in  extreme  emergencies.  In  this  connection  we  should 
consider  personnel  under  the  jurisdiction  of  thirteen 
district  fire  chiefs,  ten  public  works  districts,  and  four- 
teen OPS  offices  throughout  the  city,  in  addition  to 
those  who  may  be  supplied  by  the  Building  Department. 

"OPS  telephone  connections  to  the  Emergency  Oper- 
ating Center  are  now  being  expanded  and  should  im- 
prove communications  between  the  two  agencies. 

"Manpower  for  pumping  operations  will  have  to 
come  from  three  sources  —  Public  Works,  Fire,  and 
Parks  and  Recreation  Departments  —  with  field  super- 
visors being  designated  in  each  case. 

"An  emergency  telephone  alert  fist  has  been  estab- 
lished which  could  serve  our  administrative  needs  dur- 
ing cold  spells  and  flooding  conditions.  In  order  to 
activate  the  personnel  involved,  the  logical  procedure 
would  be  to  have  staff  members  of  the  OPS  contact  Mr. 
John  Laurenti,  who,  in  turn,  would  contact  the  Civil 
Defense  Director,  who  would  initiate  the  telephone  alert 
list  function. 

"The  dispersal  of  fuel  oil  and  procurement  of  oil 
burner  repairmen  or  mechanics  in  extreme  emergencies 
requires  more  study.  It  is  understood  that  the  Housing 
Inspection  Department  is  presently  handling  the  fuel 
oil  phase  of  operations." 
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As  a  result  of  the  above  report,  supplemented  by  addi- 
tional studies  and  discussions  with  representatives  of  the 
agencies  involved,  as  was  suggested,  a  manual  was  drawn 
up  and  distributed,  titled  "Flooding-Cold  Incident  Plan  — 
Procedures  and  Key  Personnel."  Fortunately,  a  situation 
similar  to  the  one  which  we  experienced  the  early  part  of 
January  has  not  recurred,  although  a  potential  flooding 
situation  presented  itself  the  early  part  of  April.  At  this 
time,  the  Emergency  Operating  Center  was  placed  on  a 
stand-by  basis  for  a  short  period  of  time,  and  isolated 
flooding  complaints  received  immediate  attention  to  the 
satisfaction  of  all  concerned.  This  minor  incident  did  not 
give  us  an  opportunity  to  analyze  and  evaluate  the  merits 
of  the  new  plan  as  adopted,  but  we  are  nevertheless  con- 
fident that,  if  and  when  another  major  emergency  of  this 
character  should  arise,  we  will  be  prepared  to  meet  the 
situation  in  an  intelligent  and  efficient  manner. 

Under  date  of  February  25  our  meeting  was  held  in 
the  Emergency  Operating  Center  with  Civil  Defense 
officials  explaining,  in  detail,  the  standard  operational 
procedures  of  the  center  during  minor  and  major  emer- 
gencies. An  inspectional  tour  of  the  facility  together  with 
a  review  of  the  Flooding-Cold  Incident  Plan  were  the 
main  topics  of  interest  which  proved  most  informative 
and  from  which  all  present  garnered  a  deeper  knowledge 
of  communication  techniques  and  emergency  operational 
procedures. 

A  large  portion  of  our  meetings  during  the  year  was 
devoted  to  the  establishment  of  a  fire  and  evacuation  plan 
for  City  Hall.  We  are  indebted  to  the  officials  of  the  Fire 
and  Real  Property  Departments  for  the  issuance  of  a 
directive  on  fire  instructions  and  a  manual  on  evacuation 
procedures.  Our  first  drill  was  held  on  July  24  and,  in  the 
opinion  of  fire  officials,  was  most  successful.  The  drill  was 
conducted  under  the  supervision  of  the  Fire  Prevention 
Division  of  the  Fire  Department  in  cooperation  with  the 
maintenance  security  forces  of  the  Real  Property  Depart- 
ment. The  Fire  Prevention  Division  assigned  twenty-one 
inspectors,  a  captain,  a  lieutenant,  and  a  district  chief. 
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These  men  observed  and  evaluated  the  effectiveness  of 
the  drill,  and  the  report  submitted  stated  that  the  entire 
premises  were  evacuated  in  four  minutes  and  fifteen  sec- 
onds, involving  2,000  persons.  This  figure  included  some 
500  or  600  persons  who  were  visiting  City  Hall  and  were 
not  aware  of  the  operational  procedures  in  case  the  fire 
alarm  sounded. 

We  believe  the  quick  and  efficient  evacuation  of  the 
building  was  due  to  the  well-laid  plans  which  had  been 
mapped  out  at  several  meetings  with  Chief  Dolan,  Cap- 
tain Coffey,  Commissioner  Forgione,  and  the  Chief  En- 
gineer, Mr.  William  Zwicker.  The  wardens  and  monitors 
operated  as  efficiently  as  they  did  because  of  a  lecture 
given  to  them  by  Chief  Dolan,  who  impressed  upon  them 
the  seriousness  and  responsibilities  of  their  assignments 
during  this  type  of  an  emergency.  Many  of  the  wardens 
and  monitors  attended  the  Fire  Academy  to  receive  in- 
structions in  fire  prevention,  which  contributed,  in  large 
measure,  to  the  success  of  our  first  fire  and  evacuation 
drill  in  the  new  City  Hall. 

Although  it  is  the  contention  of  many  safety-oriented 
people  that  the  chances  of  a  major  fire  in  our  new  building 
are  very  remote,  due  to  the  heavy  steel  and  concrete 
construction  of  the  building,  there  is  always  the  possibility 
of  a  serious  fire  that  could  result  in  smoke  and  water 
damage  in  the  interior,  with  the  added  peril  of  smoke 
inhalation  which  could  be  detrimental  to  the  lives  and 
health  of  employees  and  the  general  public.  With  the 
National  Fire  Protection  Association  reporting  for  the  year 
1970  deaths  from  fire  in  the  vicinity  of  12,000  and  property 
destroyed  by  fire  valued  at  $2,710,000,000,  with  one  office 
building  alone  in  New  York  City  being  destroyed  at  an 
estimated  loss  of  $10,000,000,  you  can  well  appreciate 
our  concern  in  establishing  a  system  of  evacuation  that 
will  comply  with  the  highest  standards  of  fire  protection 
and  employee  public  safety. 

Under  our  Civil  Defense  Shelter  Program  some  1,200 
facilities  have  been  licensed  throughout  the  city.  These 
facilities  will  house  1,800,000  people,  and  850  of  them  have 
been  stocked  with  food,  water,  and  sanitation  equipment 
to  be  utilized  in  the  event  of  a  major  emergency  or  disaster. 
In  conjunction  with  our  Shelter  Program,  which  is  funded, 
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in  the  main,  by  the  federal  government,  it  is  interesting  to 
note  that  the  Civil  Defense  Agency,  through  its  "Match- 
ing Funds  Program,"  procure  equipment  valued  at  over 
$1,000,000  over  a  seven-year  period,  covering  the  partial 
needs  of  several  city  departments.  In  addition,  through 
the  Civil  Defense  "Surplus  Property  Program,"  equip- 
ment valued  in  the  vicinity  of  $150,000  was  purchased 
over  a  four-year  period  for  a  total  cost  to  the  city  of 
$10,000.  This  particular  equipment  was  examined  and 
selected  from  the  federal  warehouse  in  Taunton.  Depart- 
ment heads  have  been  requested  to  inform  the  Civil 
Defense  Agency  of  any  specific  type  of  equipment  which 
they  may  intend  to  purchase  with  a  view  to  scanning 
existing  federal  surplus  equipment  catalogues  for  pro- 
curement at  a  much  lesser  cost  than  would  be  quoted  in 
the  open  market.  Although  the  agency  has  not  always 
been  successful  in  acquiring  equipment  requested,  we  do 
believe,  however,  that  the  system  as  presently  established 
should  continue,  as  it  should  be  the  purpose  of  all  depart- 
ment heads  to  realize  savings  in  every  instance,  when 
and  where  the  opportunity  presents  itself. 

We  have  not  experienced  any  serious  problems  insofar 
as  snow  removal  operations  are  concerned.  We  are  pre- 
pared, however,  to  meet  any  snow  removal  situation 
through  the  facilities  of  our  Emergency  Operating  Center. 
In  the  event  of  a  severe  storm  the  center  is  activated, 
and  employees  representing  every  public  safety  agency  are 
alerted  to  conduct  business,  receive  complaints,  and  an- 
swer emergencies  on  a  twenty-four-hour  basis. 

Experimentation  in  the  use  of  plastic  bags  for  the  dis- 
posal of  rubbish  was  carried  on  in  selected  areas  of  the 
city,  with  a  view  to  expediting  rubbish  removal,  while 
demonstrating  for  the  benefit  of  other  residents  the  effi- 
ciency and  cleanliness  attached  to  the  use  of  plastic 
containers.  This  program  proved  to  be  successful,  as  we 
have  noticed  that  many  property  owners  and  tenants  have 
reverted  to  this  system  without  urging  from  city  officials. 
Until  such  time  as  some  other  type  of  container  is  created 
and  available  that  may  be  an  improvement  over  this 
latest  device,  we  recommend  a  continuance  and  expansion 
of  the  program  during  the  coming  year. 
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On  November  13  we  experienced  our  first  bomb  alert 
for  City  Hall,  which  proved  to  be  false.  Due  to  the  num- 
ber of  false  bomb  threat  calls  received  by  the  Fire  De- 
partment from  various  sections  of  the  City,  the  Fire 
Department  adopted  a  new  rule  to  the  effect  that  it  would 
not  respond  to  such  calls  in  the  future.  All  bomb  threat 
calls  received  by  the  Fire  Department  are  now  being  re- 
ferred to  the  Police  Department  where  trained  personnel 
equipped  with  protective  clothing  are  available.  This 
was  one  of  the  contributing  factors  to  the  decision  made 
by  fire  officials.  In  the  event  of  another  bomb  alert  in 
City  Hall,  Wardens  and  Monitors  have  been  instructed 
to  inspect  cabinets,  lavatories,  etc.,  in  the  areas  under  their 
control  and,  if  a  suspicious  object  is  found,  they  are  not 
permitted  to  touch  or  remove  it  until  the  Police  Bomb 
Squad  arrives  and  makes  an  inspection.  The  new  proce- 
dure adoped  was  brought  about  because  of  a  deluge  of 
calls  received  within  a  one-week  period  to  the  effect  that 
bombs  were  planted  in  various  buildings  throughout  the 
city  which  all  proved  false.  The  Fire  Department  need- 
lessly sent  men  and  equipment  to  the  areas  involved, 
thereby  reducing  protection  in  the  event  of  a  serious  fire 
at  some  other  location.  We  believe  the  action  taken  by 
the  Fire  Department  was  not  only  warranted  but  abso- 
lutely necessary  in  fight  of  the  childish  and  nonsensical 
practices  of  a  few  individuals  in  the  community  who,  ap- 
parently, regard  bomb  alerts  as  pranks  without  giving 
consideration  to  the  consequences  that  could  materialize 
in  the  event  of  a  serious  or  major  conflagration  in  some 
other  section  of  the  city. 

After  several  informal  meetings  with  officials  of  the 
Metropolitan  District  Commission  and  our  own  Public 
Works  and  Health  and  Hospital  Departments  in  the  late 
spring  and  early  summer,  Tenean  Beach  was  open  to  the 
public  on  a  temporary  basis.  As  you  will  recall,  the 
State  Department  of  Public  Health  recommended  the 
closing  of  the  beach  early  in  the  summer  due  to  un- 
treated sewage  from  various  cities  and  towns,  including 
Boston,  entering  into  the  harbor.  It  is  our  contention 
that  the  problem,  although  resolved  tentatively,  is  one 
that  is  the  responsibility  of  the  state  government  rather 
than  the  City  of  Boston  and,  although  we  are  willing  to 
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cooperate  in  every  way  to  the  extent  to  which  our  respon- 
sibility rests,  we  are  hopeful  that  a  solution  of  a  more 
permanent  nature  shall  be  effected  prior  to  the  1971 
summer  season.  An  early  solution  of  this  condition  on 
a  permanent  basis  should  result  in  minimizing  similar 
situations  that  may  arise  in  other  waterways  and  beaches 
surrounding  Boston  that  are  utilized  by  the  public  during 
the  summer  months. 

In  the  early  part  of  the  year,  MBTA  officials  came  up 
with  what  appeared  to  be  an  excellent  idea  in  the  storing 
and  handling  of  salt  during  major  snowstorm  operations. 
Although  a  definite  plan  did  not  materialize,  due  to  a 
disagreement  between  MBTA  officials  and  the  officials  of 
the  Public  Works  Department  as  to  which  organization 
should  supply  men  and  equipment  in  the  coordinating  of 
efforts,  there  is,  however,  sufficient  merit  in  the  proposal 
to  again  review  the  entire  matter  in  the  hopes  that  some- 
thing may  be  worked  out  that  will  prove  mutually 
beneficial.  Snow  removal,  which  incorporates  both  sand- 
ing and  salting  of  roadways,  is  one  of  the  major  operations 
associated  with  the  health  and  safety  of  both  residents 
and  nonresidents  and  it  is  our  intent,  in  the  interests  of 
efficiency  and  economy,  to  see  to  it  that  the  public  is 
serviced  in  a  satisfactory  manner  and  that  the  city  re- 
ceived the  full  cooperation  of  contractors  and  city  em- 
ployees involved  in  such  work. 

All  public  safety  agencies  have  been  cooperating  to  the 
fullest  extent  with  the  city  Director  of  Air  Pollution, 
Mr.  David  Standley,  in  the  enforcement  of  the  new 
regulations  which  went  into  effect  on  July  1.  Copies  of 
air  pollution  regulations  have  been  distributed  to  all 
department  heads  and,  although  we  are  in  the  early 
stages  of  this  particular  function  and  do  not  believe  the 
public  is  totally  familiar  with  the  provisions  of  these 
regulations,  we  maintain,  nevertheless,  that  by  accelerat- 
ing announcements  and  other  information  through  the 
various  news  media  the  public  will  gradually  and  event- 
ually become  more  alert  to  the  seriousness  of  air  pollution 
and  its  effects  upon  the  life  and  health  of  the  community. 

Although  "crime  in  the  streets"  has  become  a  perennial 
problem  not  only  in  Boston  but  in  all  of  the  larger  cities 
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in  the  United  States,  and  is  now  expanding  to  the  sub- 
urbs, we  have  had  no  serious  disturbances  or  riots  in  the 
Boston  area  during  the  past  year.  We  can  attribute  this 
to  the  efficiency  of  our  Police  Department  and  its  use  of 
restraint  in  handling  disturbances  that  could  have  flared 
into  the  riot  category  had  not  common  sense  and  mature 
judgment  prevailed. 

In  projecting  our  thinking  in  the  field  of  public  safety 
for  the  next  five  to  ten  years,  we  would  list  the  following 
in  their  order  of  importance  as  those  to  which  special  con- 
sideration and  study  should  be  given  because  of  possible 
proliferation  in  certain  instances  and  needed  improve- 
ments in  prevention  measures  in  others: 

1.  Crime  of  every  character,  especially  on  the 
streets,  including  thefts,  burglaries,  assaults,  and  rob- 
beries from  homes,  cars,  and  business  firms 

2.  Drug  addition  (which  contributes  to  crime) 

3.  The  environment  (air  and  water  pollution) 

4.  Disturbances  and  riots 

5.  Refuse  disposal 

6.  Fire  prevention 

7.  Automobile  accidents 

8.  Accidents  in  the  home  or  at  work 

9.  Civil  Defense  programs 

In  concentrating  on  the  above  and  focusing  attention 
on  the  first  four  items,  there  is  a  clear  indication  that  our 
efforts  in  the  years  ahead  will  require  constant  surveil- 
lance, expanded  facilities  and  manpower,  and,  possibly,  a 
different  approach.  As  you  are  well  aware,  to  initiate 
long-range  and  farsighted  programs  to  combat  and  solve 
many  of  our  existing  public  safety  problems  will  necessi- 
tate expenditures  of  large  sums  of  money.  We  all  realize 
that  the  city  is  not  in  a  position  to  fund  successful  pro- 
grams of  this  character,  and  we  must  rely  on  the  federal 
and  state  governments  to  supplement  that  which  we  can 
afford  in  order  to  at  least  lessen  the  perilous  and  danger- 
ous conditions  that  exist  at  the  present  time.  If  we  can 
halt  the  spread  in  the  first  instance,  we  most  certainly 
can  get  to  the  root  of  the  problems  and  alleviate  the 
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greater  part  of  the  fear  and  apprehension  that  prevail  not 
only  among  the  people  in  our  own  city  but  among  our 
fellow-Americans  throughout  the  state  and  country. 

Respectfully  submitted, 

Edward  T.  Sullivan,  Chairman, 

Director  of  Administrative  Services. 
Walter  J.  Cameron,  Director  of  Civil  Defense. 
Joseph  Casazza,  Commissioner, 

Public  Works  Department. 
James  H.  Kelly,  Fire  Commissioner. 
Joseph  C.  Kelly,  General  Manager,  MBTA. 
Edmund  L.  McNamara,  Police  Commissioner. 
William  H.  Ohrenrerger, 

Superintendent  of  Schools. 
Andrew  P.  Sackett,  M.D., 

Commissioner  of  Health  and  Hospitals. 
Richard  R.  Thuma,  Jr.,  Commissioner, 

Building  Department. 
Lawrence  W.  Costello, 
Executive  Secretary. 
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